SORT RECORDS 


You can change the 
order of records in a 
table, form or in the 
results of a query. 
Sorting records 

can help you find, 
organize and 
analyze data. 


SORT BY ONE FIELD El Click one of the The records appear 


EI Click anywhere in following buttons. in the new order. In this 
the field you want to W Sort AtoZ, 1to9 begat He posited 
use to sort the records. B] SotZtoA 9to1 bones 


SS 


How do I remove a sort. 
from my records? 
After sorting records, 
you can return your 
records to the original 
sort order at any time. 


S Peter Port 
B Seat Supe 
pepe 
Tes sport 
EI Click Records. Not: lou rearranged lds to 
a ‘sort your records by two fields, 
a eer removing a sort will not return the 
feds to their original locations. 


SORT BY TWO FIELDS E] Position the mouse T Click one of the. The records appear 
E] Place the fields you want over the name of the. following buttons. in the new order. In this 
to use to sort the records first field you want to W SotAtoZ, 1109 example, the records are 
side by side and in the order US? to sort the records ü 4 sorted by payment method. 
(T changes to 4). Then M SortZ to A, 9101 All records with the 
you want to perform the sort, — (l changes to & ). The c e same 
Access will sort the leftmost fag the mouse $ unti payment methad are also 
field first, To rearrange you highlight the second sorted by payment amount. 
s field. 


fields, seo page 45. g 


You can search for 
data of interest in 
a table, form or 

in the results of 

a query. 


E] Click anywhere in 
the field that contains 
the data you want to find. 


3. to find the 


data. 


M The Find and Replace 
dialog box appears. 


E] Type the data you 

want to find. 

E] To specify how you 
want to search for the 
data, click this area. 


ü Click the way you 


want to search for the 
data. 


Note: For information on the 
ways you can search for data, 
see the top of page 179. 


9 How can I search for data in a field? 


Any Part of Field Whole Field Start of Field 

Finds data anywhere in a field. Finds data that exactly matches Finds data only at the beginning 
For example, a search for the data you specify. For example, | ofa field. For example, a search 
smith finds Smith, Smithson a search for smith finds Smith, for smith finds Smith and 

and Macsmith. but not Smithson or Macsmith. Smithson, but not Macsmith. 


oo OE 
TS a ` mm CURRO 


G Click Find Next It the Find and Replace E Repeat step 7 until a [3 To close the Find 
to start the search. log box covers the dialog box appears, telling and Replace dialog 
Access highlights ighted data, position you the search is complete. box, click Cancel. 


the first instance of the mouse B over the E] Click oK to close the 
title bar and then drag the Gii Boe, 


e deine dialog box to a new location. 


E] Click Find Next to 


find the next instance of 
matching data in the fiel. E 


REPLACE DATA ~ 


You can find and 
replace data in a 
table, form or in 
the results of a 
query. The Replace 
feature is useful 
when you want 

to make the same 
change to many 


records. 


Emmet tne fest 
ite nes imt 


inest 


EI Click anywhere in "The Find and Replace — | Él Click this area and Note: For information on the 
the field that contains dialog box appears. type the new data. ways you can search for data, 
ihe dat you want to E] Click the Replace tab. This area indicates SE op of pepe 178 
replace with new data. Tian how Access wil search I] Click Find Next to 

vant to replace with new for De aata. Yod pee start the search. 
PR how Access will search 
for the data. 


A meo 


How do I move the Find and Replace 
dialog box? 

To move the Find and Replace dialog box 
so you can clearly view the data in your 
table, form or query, position the mouse 
over the title bar of the dialog box and then 
drag the dialog box to a new location. 


Find 
Data 


How can the Replace feature help me 
quickly enter data? 


You can type a short form of a word 
or phrase, such as MA, when entering 
data in a field. You can then use the. 
Replace feature to replace the short 
form with the full word or phrase, such 
as Massachusetts. 


m— 


Access highlights the 
first instance of matching 
data in the field. 

E] Click one of the. 
following options. 


Find Next - Skip the data 
and find the next instance 
of matching data in the field. 
Replace - Replace the data. 
Replace All - Replace the 
data and all other instances 
of matching data in the field. 


‘Note: If you select Replace All, 


E] Click OK to close the 
dialog box. 


WW. In this example, Access 
replaces the data and 
searches for the next {E To close the Find and 
instance of matching data Replace dialog box, click 
in the field. cane 

E Repeat step 7 until a 
dialog box appears, telling 
you the search is complete. 


a dialog box will appear. Click 
to continue. Ee] 


FILTER BY SELECTION 


You can filter 
records in a table, 
form or in the 
results of a query 
to display only 
the records that 
contain data of 
interest. Filtering 
records can help 
you review and 
analyze information 
in your database. 


For example, you 
can filter records 
to display only 
the records for 
customers who 
live in California. 


LEJ click the data you want. Note: You can select data to Click [fl to fiter the Wl In this example, Access 
to use to filer the records. change the way Access fillers — | records. displays only the employees 
Access will display only the records. For more information, Lag inthe Sales department. 
records that contain exactly e the top of page 183. ponees displays oh. 


the records that contain 
the same data. All other 
records are temporarily 
hidden. 


A cee 


the same data. 


How can I change the way Access filters records? 


You can select data to change the way Access 
filters records. To select data, soe page 55. 


Exact Match 


It you do not select any data, 
Access will only find data that 
matches exactly. For example, 
‘Smith finds only Smith, 


First Characters 


If you select part of a word, 
starting with the first character, 
Access will find data that starts 
with the same characters. For 
example, Smith finds Smithson 
and Smiley. 


SMITHSON 
om Sue 


pofu > Sarson 


Any Characters 


It you select part of a word, 
starting after the first character, 
Access will find any data that 
contains the selected characters. 
For example, Ronsonville finds 
Sony and Smithson. 


The word Fittered 
appears in this area to 
indicate that you are 
viewing filtered records. 


———— | M 


W To further filter 
the records, you can 
repeat steps 1 and 2. 


all the records. 


When you finish 
reviewing the filtered 
records, click [s to 
‘once again display 


FILTER BY INPUT 


You can filter records 
in a table, form or in 
the results of a query 
by entering criteria. 


that identify which 
records you want to 
display. 


For example, you can 
enter criteria to display 
only the records for 
customers who made 
purchases of more 
than $500. 


FILTER BY INPUT 


EI Right-click anywhere E] Click the area beside Access displays only The word Filtered 
in the field you want to the records that meet appears in this area to 


use to filter the records. 3 ies iok the criteria you specified. indicate that you are 

A monu appears. Ka Type the cela You | Al other records are viewing fitered records. 
records. Then press the temporarily hidden. E] when you finish 
‘Enter key. In this example, Access reviewing the filtered 
Note: For examples of criteria displays orders over $300. records, click BA to 


a once again display 
E you can use, see page 18; all the records. 


FILTER BY EXCLUSION 


You can filter 
records in a table, 
form or in the 
results of a query 
to hide records 
that do not contain 
data of interest. 


2 Escape fm Rey 
3 highs tamed Caste 
4 Sul Waters Ran Deep 
£-*- mo 

6 The Cowboy Invasion 
T My Clandestine Ways 
For example, 
you can fiter 
Tecords to hide 
tho records 
for all books. 
published 

in 2001. 


LI Right-click the data i Access temporarily hides W To further fier the 
you want to use to filter i the records that contain the records, you can repeat 
the records. Access will data you specified. steps 1 and 2. 
hide all the records that in this example, Access E] When you finish 
contain exactly the same hides the employees in the reviewing the filtered 
Beta Sales department records, click If to 


B A menu appears. The word Filtered appears  — Onc9 again display all 
the records. 


in this area to indicate that you 
are viewing filtered record 


FILTER BY FORM 


You can use 
the Filter by 
Form feature 
to find and 
display records 
of interest in a 
table, form or 
in the results 
of a query. 


El Click LA to filter 
your records by form. 


M The Filter by Form 
window appears. 


This area displays the 
field names from your 
table, form or query 
results. 


When you filter by 
form, you need to 
specify the criteria. 
that records must 
meet to appear in 
the results. For 
example, you can 
specify criteria 

to display only 
the records for 
customers who 
purchased less 
than $500 of your. 
products. 


E] To clear any information 
used for your last filter, 
click (a). 


What criteria can I use to filter records? 


Here are some examples of criteria you can 
use to fiter records. For more examples, 
see page 214. 


Criteri Description 


Loss than 190 
Greater than 100 — 
itches Texas 
Between 100 and 290| Between 100 and 200 
Like Mar Starts with “Mar” 
Like *mar* Contains "nar* 


Click the blank area É] Type the criteria to 
for the field you want to specify which records 
use to filter the records. you want to find. 

Note: Ifa list appears, press Note: For examples of criteria 
the (Ese key to hide the list ‘you can use, see the top of 
this page. 
E] Click Bë] to filter the. 
records. 


Access displays only 
the records that meet the | in this area to indicate that you 
criteria you specified. 

In this example, Access HE When you finish revi 
displays employees who the filtered records, click 
eam more than $60,000. ^ once again display all the 


Find 
Data 


Is there another way to enter the criteria 
1 want to use to filter records? 

Yes. To enter criteria, you can perform 
steps 1 to 3 below and then click the. 
arrow (* ) that appears in the area. A list 
of all the values in the field appears. 
Click the value you want to use to filter 
the records. 


[erwcyee O] Fest tiene | tact Nare | Osputmar ema 
Lot A 


The word Filtered appears. 


are viewing filtered records. 


UU CONTINUED 9 


—— — nnalQilaà 


FILTER BY FORM 


When using the 
Filter by Form 
feature, you can 
use multiple 
criteria to filter 
your records. 


Access will find 

and display E 
records that Criteria are conditions 
‘meet the criteria that identify which 
you specify. records you want to 


appear in the results. 
For example, you 

can specify criteria 

to display customers 
living in California who 
purchased more than 
$500 of your products. 
For examples of 
criteria, see page 214, 


USING "AND" Él To enter the second Access displays the 
1 CER criteria, click the blank | records that meet both of appears in this area to 

en eS e o | area for the other field the criteria you specified. indicate that you are. 
Tecode, peoi siepe d you want to use to filter its exemple; Access viewing filtered records. 
to 4 starting on page 186. the records. Then type displays employees in the EJ When you finish 

the second criteria. Sales department who reviewing the filtered 
E] Click {| tofiter the ^ earn more than $60,000. records, click to 

once again display 


g all the records. 


Find 
Data 


Filter records using "And" 


Displays records that meet 
all of the criteria you specify. 

For example, Texas and »200 
displays only customers living 
in Texas who purchased more 


How can | use multiple criteria to fitter records? 


3 x than 200 units. 

alem a o 

alm w E 
| 49m x — 
[ sme | LJ Filter records using "Or" 
Inr wr] wi 


Displays records that meet 
at least one of the criteria 
you specify. For example, 
California or Texas displays 
customers who live in 
California or Texas. 


Sono IIS T HN GN NM NE 


E] To enter the second Access displays the The word Filtered 
criteria, click the blank area | records that meet at least appears in this area to 
for the field you want to use | one of the criteria you indicate that you are 

to filter the records. Then ified. viewing filtered records. 


El To enter the first criteria 
you want to use to filter the 
Tecords, perform steps 1 m 
to 4 starting on page 186. type the second criteria. In this example, Access E] When you finish 


E] Click (| to fitter the displays employees in reviewing the filtered 
records. the Sales or Accounting records, click BA to 
department. ‘once again display all 


the records. g 


Click the Or tab. 


